
Using	Schedule	
Planner	Effectively	
Guide	to	Maximizing	Planning	During	

Registra6on	



Step	1:	Finding	a	Starting	Point	
•  The	Schedule	Planner	is	an	extremely	helpful	tool,	however,	
you	need	to	have	a	starting	point	to	make	it	useful.	

•  Start	with	gathering	some	(or	one)	of	the	courses	you	wish	
to	take	for	the	upcoming	semester.	

•  You	can	also	use	a	"DARS	report"	to	check	your	progress	toward	
your	major:	hJp://www.umsl.edu/services/dars/		

•  Once	you’ve	determined	a	“base”	course	load	(even	just	one	
class),	you	can	then	navigate	to	the	Schedule	Planner.	



Step	2:	Navigate	to	Schedule	Builder	

•  In	the	Student	Services	tab,	click	on	the	“Schedule	Builder”	
link	

•  Click	the	“Click	Here”	button:	



Step	2:	Navigate	to	Schedule	Builder	

•  Select	the	correct	semester,	and	click	“Save	and	Con6nue”	



Step	2:	Navigate	to	Schedule	Builder	

•  Select	the	sessions	that	you	wish	to	use	for	course	selec6on,	
and	click	“Save	and	Continue”.	

•  TIP:		It	is	best	to	simply	use	all	of	them.		You	can	rule	out	sessions	as	
you	add	courses.	



Step	3:	Creating	Filters	
•  Check	to	ensure	you	have	the	correct	term,	sessions,	and	
instruc6on	modes	selected	

•  TIP:	It	is	best	to	keep	all	of	these	selected	to	maximize	options.	



Step	3:	Creating	Filters	
•  Use	the	“Breaks”	section	to	add	any	days/times	when	you	
cannot	be	in	class.	

•  TIP:	Typically,	using	the	"Breaks"	category	will	decrease	the	amount	
of	schedule	options.		If	you	don’t	use	any	"Breaks,"	you	can	then	see	
all	the	available	options.	



Step	4:	Adding	Courses	
•  Click	the	“Add	Course”	button	

•  You	can	search	by	Subject	or	Attribute	
•  Attributes	are	derived	from	MyView	



Step	4:	Adding	Courses	
•  Select	a	Subject	and	a	corresponding	course,	then	click	
“Add	Course”	



Step	4:	Adding	Courses	
•  The	course	selected	should	then	appear	on	the	right-side	of	
the	page.	

•  Con6nue	to	add	all	the	courses	you	are	considering.	



Step	4:	Adding	Courses	
•  You	can	have	as	many	classes	as	you	want	to	use	in	the	
scheduling	process	–	even	a	full-poten6al	schedule.	

•  Click	the	“Back”	button	once	you’ve	added	all	the	courses.	



Step	5:	Narrowing	Options	
•  Click	on	the	“Options”	button	to	open	a	list	of	all	possible	
sections	of	a	particular	course.	



Step	5:	Narrowing	Options	
•  You	can	now	select/deselect	any	sec6ons	you	can	or	can’t	
attend. 	Click	“Save	&	Close”	when	finished.	



Step	5:	Narrowing	Options	
•  NOTE:	Some	classes	can	have	‘duplicate’	sections	(e.g.	online	
classes,	labs,	or	recitations),	so	it’s	best	to	deselect	sec6ons	in	
the	same	6me	block/attribute.		Keeping	all	sec6ons	selected	is	
perfectly	reasonable,	however,	it	will	most	likely	generate	
mul6ples	of	the	same	schedule.	



Step	5:	Narrowing	Options	
•  If	you	want	to	include/exclude	certain	classes	from	the	list	of	
possible	schedules,	you	can	check/uncheck	the	associated	box	
next	to	each	course. 	Only	courses	that	are	checked	will	be	
utilized.	



Step	6:	Generating	Schedules	
•  Click	the	“Generate	Schedules”	button; 	Schedule	Planner	will	
provide	all	available	schedule	options	based	on	the	6mes/
sec6ons	selected.	



Step	6:	Generating	Schedules	
•  If	you	have	dozens	(or	hundreds!)	of	schedule	options,	you’ll	
want	to	repeat	Step	5	to	further	filter	out	options	based	on	
your	preferences.	



Step	6:	Generating	Schedules	
•  Some6mes	the	sec6ons	you	select	simply	won’t	work	due	to	
conflicts.	You	can	find	another	sec6on	or	course	to	replace	it.	



Step	6:	Generating	Schedules	
•  If	you	have	more	than	one	possible	schedule,	you	can	
compare	up	to	four	at	a	6me	by	selec6ng	each	op6on;	then,	
click	“Compare”.	



Step	6:	Generating	Schedules	
•  You	can	then	hover	your	mouse-pointer	over	each	colored	box	
to	determine	the	course	and	time. 	This	is	a	quick	way	to	
assess	which	schedule	works	best	for	you.	



Step	6:	Generating	Schedules	
•  You	can	get	a	closer	look	at	each	schedule	by	clicking	the	
“Open”	button	(or	“View”	button	on	the	previous	screen).	
This	shows	the	complete	schedule,	along	with	the	calendar.	



Step	7:	“Filling	the	Holes”	
•  If	you	only	entered	a	few	classes	ini6ally,	you	can	then	use	this	
“base”	schedule	to	find	natural	spaces	to	add	additional	
classes.	



Step	7:	“Filling	the	Holes”	
•  You	can	then	use	MyView	in	conjunction	with	Schedule	
Planner	to	find	classes	during	specific	times	that	meet	a	
specific	(or	any)	requirement.	



Step	8:	Registration	
•  Open	a	new	tab	in	your	internet	browser,	and	navigate	to	
MyView. 	Open	the	Enrollment	Request	option	and	proceed	as	
normal.		You	can	actually	copy/paste	the	Class	#	from		
Schedule	Planner	into	the	“Class	Nbr.”	box	in	MyView.	



Step	9:	Print/Email	Schedule	
•  You	 can	 either	 print	 the	 schedule	 or	 send	 it	 to	 your	 UMSL	
email	address	using	the	buttons	at	the	top	of	the	schedule.	

•  Use	Print	Preview	when	printing	the	schedule,	and	adjust	the	
size	of	page	accordingly	(some6mes	it	can	print	across	2-3	
pages	depending	on	the	gaps	between	classes).	


